


 Michael R. Perina – Purchasing Agent/Senior Manager III
 Lisa Schwartz – Buyer/Assistant Purchasing Agent –

contact for requisition approval and bids.
 Junco Kennedy – Buyer/Assistant Purchasing Agent –

contact for requisition approval and bids.
 Elisa Marquez – Assistant Buyer –

contact for bids.
 Zion Spruill – Account Clerk –

contact for PO amendments, award catalog system and consultants. 
 Gina Hernandez – Administrative Assistant –

contact for department assistance.
 Barbara O’Neal – Part Time Typist Clerk –

contact for PO amendments, award catalog system and consultants.
 Oksana Bohutska – Account Clerk –

contact for PO distribution, emergency PO’s and credit card purchases 
including travel purchases. 



TO EFFECTIVELY SUPPLY 
THE AGENCY WITH 

NEEDED MATERIALS, 
SUPPLIES AND 

CONTRACTED SERVICES.

TO OBTAIN MATERIALS, 
SUPPLIES AND 

CONTRACTED SERVICES 
AT THE LOWEST PRICES 
POSSIBLE CONSISTENT 

WITH THE QUALITY AND 
STANDARDS NEEDED, AS 

DETERMINED BY THE 
PURCHASING AGENT, IN 
CONFORMANCE WITH 

STATE LAW AND 
REGULATION AND IN 

COOPERATION WITH THE 
REQUISITIONING 

AUTHORITY. 

TO ENSURE THAT ALL 
PURCHASES FALL WITHIN 

THE FRAMEWORK OF 
BUDGETARY 

CONSTRAINTS AND THAT 
THEY ARE CONSISTENT 

WITH THE EDUCATIONAL 
GOALS AND PROGRAMS 

OF THE AGENCY.

TO MAINTAIN AN 
APPROPRIATE AND 
COMPREHENSIVE 

ACCOUNTING AND 
REPORTING SYSTEM TO 

RECORD AND 
DOCUMENT ALL 

PURCHASING 
TRANSACTIONS.



Procurement for Nassau BOCES is governed by NYS General Municipal 
Law 103 and 104b and adopted Board Policies.

GML 103 - Formal (advertised and sealed) competitive bidding.

GML 104b - Internal policies and procedures governing all purchases 
of materials and services not required to be competitively bid under 
GML section 103. Nassau BOCES / Overview (Board 
Policies/Regulations). 

https://www.nassauboces.org/


 Emergency – arise from accident or unforeseen 
occurrence, affects public buildings/property or 
life, health and safety, immediate action needed. 

 Surplus/Secondhand and Equipment – Federal or 
State government, political subdivision or public 
benefit corporation (no exception from a private 
source).

 Professional Services – specialized skill, training, 
expertise.

 Sole Source Procurement – available from one 
source, product/service unique, no equivalent or 
competition.

 NYS Preferred Sources – Corcraft, NYSID, etc…



 FISCAL YEAR / AGENCY WIDE / COMMODITY 
Purchasing Regulation 6700-R

Purch. Contract Pub. Works Contract Requirement Procedure
Less than $1,999 Less than $3,999 No competitive Originator shall

quote required indicate on the purchase  
requisition why the 
suggested vendor’s price 
is fair & reasonable.

$2,000-$5,999 $4,000-$9,999 3 separate Obtained by the 
verbal quotations (if originator of the purchase
available), or a request for request.
proposal.

$6,000-$11,999 $10,000-$19,999 3 formal, written signed Obtained by the originator  
quotations (if available),  or a on official BOCES RFQ 
request for proposal. forms.



Purchasing Regulation 6700-R (continued)

Purch. Contract Pub. Works Contract Requirement Procedure
$12,000-$19,999 $20,000-$34,999 3 formal, written signed Obtained by the 

quotations (if available), or Purchasing Dept. on 
a request for proposal. official BOCES RFQ  

forms.

$20,000 & over $35,000 & over Formal Public Sealed Bids Obtained by the 
Purchasing Dept.







 Nassau BOCES Bids (Cooperative/BOCES Only) Business 
Services / Cooperative Bidding and Purchasing 
(nassauboces.org)

 NYS Contracts https://ogs.ny.gov/procurement
 NYS Preferred Sources – Corcraft, NYSID, etc.
 NYS County Contracts 
 Other BOCES Contracts
 Other NYS Political Subdivision Contracts 
 GSA (General Services Administration) Contracts – IT 

Schedule 70 (Technology)
 National Cooperatives – Omnia Partners

Tip - Best practice is to purchase from available bids or contracts (as above), 
avoiding the need to purchase via non-bid quote thresholds.  Ask vendor 
representatives if their products are available on any bids or contracts.

https://www.nassauboces.org/Page/399
https://www.nassauboces.org/Page/399
https://www.nassauboces.org/Page/399
https://ogs.ny.gov/procurement


Abatement and 
Disposal Of Asbestos 
and Lead Materials

Asphaltic & Cement 
Concrete Pavement 

(Repair & 
Maintenance)

Auto Body Supplies Auto Mechanic 
Supplies

Buildings & Grounds 
Equipment Calculators Carpeting & 

Installation Chain Link Fencing

Doors (Repair, 
Maintenance & 

Installation)

Fax & Photocopy 
Systems, Supplies & 

Maintenance

Financing of Capital 
Equipment

Fire Extinguishers & 
Service

Floor Tiles and 
Installation

General School & 
Office Supplies

Gym Floor 
Refinishing HAZ MAT Handling 



Health Office 
Supplies

Industrial Arts 
Supplies

Interscholastic 
Athletic Supplies

Medical/Dental 
Supplies

Musical 
Instrument -

Rental

Musical 
Instrument -

Repair

Musical 
Instrument -

Supplies
Paper

Reconditioning of 
Athletic 

Equipment

Roof Maintenance 
& Repairs Science Supplies Snack Vending 

Service

Tree Maintenance 
& Removal 
Services

Uniforms:  
Athletic

Uniforms:  
General



1 or 10 Gig Animal Care
Assistive 
Listening 
Devices

Cable 
Installation 

Charter Boats
Installation of 
Audio-Visual 
Equipment

Multiplexers Multisensory 
Equipment

Online 
Resources

Pest 
Management

Printing & Press 
Supplies

Rubbish 
Removal

Snow Removal 
Services

Transportation-
All

Uniform and Flat 
Services



Fitness Equipment Fuel Oil General Safety 
Supplies

Glazing Services & 
Supplies

Irrigation Systems 
(Repair & 

Maintenance)

Library Supplies & 
Equipment

Licensed Unarmed 
Uniformed Guard 

Service

Physical Education 
Supplies

Refrigeration and 
A/C Supplies

SMART Board 
Accessories 

Tools: Power & 
Hand Vehicle Repairs

Venetian 
Blinds/Shades



Exterior Signage Managed Print 
Services

Smart Board 
Accessories

Printing of Budget 
Materials

Printing of School 
District Calendars

Printing of Student 
Newspapers for 
Great Neck UFSD



Arts & Crafts 
Supplies

Audio Visual 
Equipment

Audio Visual 
Supplies

Carpentry 
Supplies

Cesspool 
Maintenance

Computer 
Hardware / 

Software Supplies

Custodial & Green 
Custodial 
Supplies

Duct/Boiler & 
Kitchen Exhaust 

Cleaning

Food & Beverage 
Supplies

Food Prep. / 
Paper Supplies

Food Service 
Equipment Furniture HVAC Equipment

HVAC Systems 
Maintenance & 

Installation

Oil & Gas Burner 
Service

Paint & Painting 
Supplies

Passenger Cars / 
Trucks / Vans

Photography 
Supplies

Plumbing & 
Heating Supplies Plumbing Services

Subscription 
Services



BOCES Food Service 
Supplies Bread Ceramic Floor & Wall 

Tiles
Construction/Electrical 

Supplies

Cosmetology Fresh Produce Meat and Seafood Milk

Nursery and Infant 
items

Occupational 
Therapy/Physical 

Therapy
Prepared Foods Toys & Books for 

Parent/Child



 Purchase requisitions are entered into our 
financial system, PeopleSoft, and should provide 
correct order information (item description, 
price, vendor, etc.)proper budget codes, 
compliance with purchase regulations – legal 
resource/header (bid, contract info., internal 
comments) and authorized approval from the 
department administrator.

 Once approved in PeopleSoft by the Purchasing 
Agent or Assistant Purchasing Agents, the 
requisition becomes a purchase order ready to be 
forwarded to the vendor. 



200 – Equipment
• The Agency’s definition of equipment is “Any movable or fixed item (e.g., 

furniture, furnishings, instruments, machines, apparatus, etc.) which is 
$1000 or more per purchased unit is considered equipment.” 

300 – Supplies
• The Agency’s definition of supplies is “Supplies and/or materials less than 

$1000 per purchased unit.”

400 (various) – Contractual & Other Expenses
• Contractual and other program object/account codes as detailed in the 

following chart.  The appropriate 400 code is to be selected predicated on 
the nature of the expense. 

• ***Financial Information Systems (FIS) has a complete list of object/account 
codes in PeopleSoft.



Object Code Definitions 
 

Code Code Title Definition or Examples 

0301 Subscriptions 
Subscriptions to magazines, newspapers and professional 
literature including electronic subscriptions. 

0407 BOCES Vehicle Repair 

Used primarily by Transportation for repairs to BOCES 
vehicles.  Other departments will be charged via Inter-
divisional from Transportation and should not use this code. 

0420 Show Tickets 
For staff and student attendance.  Used for the cost of the 
tickets only. 

0421 Outside Printing and Bindery 
Used by Printing and BOCES Graphics for print jobs 
produced by outside companies. 

0422 Finance Charges 
Used by CIT to record payments for installment purchases 
or leased equipment for school districts. 

   

0424 Hardware Maintenance 
Annual fees for hardware maintenance that provides support 
and warranty services for computers, printers, scanners, etc. 

0425 
Software Licensing & 
Maintenance 

All software purchases and software licensing costs 
regardless of price.  Annual fee for software maintenance 
that provide support, upgrades, etc. 

0426 
Videoconferencing and Distance 
Learning 

Costs for webinars and online training.  Used primarily by 
CoSer 409 for its content provider fees. 

0430 Bank Fees Used by the business office as needed. 

0432 Instruction Equipment Rental 
Payments for use of third-party equipment used for 
instructional purposes. 

0433 
Non-Instruction Equipment 
Rental 

Payments for use of furniture and equipment for non-
instructional purposes (e.g. furniture rental at the annual 
New York State School Board Association Conference). 

0441 Outside Messenger Service 
Used as needed when BOCES messengers are not 
available. 

0442 School District Trip 

Used primarily by Outdoor Education for payment of 
program offerings.  Also used for student trips by CTE and 
Special Education. 

0443 Fingerprinting 
Reimbursement of fingerprinting charges to certain civil 
service employees.  Reimbursement of notary license fees. 

0451 Transportation - Internal 
Reimbursement for Commercial Driver’s licenses required 
by BOCES for certain employees. 

0452 Private Carrier 

Used by Transportation for payment to private carriers for 
large buses, vans and coach buses used for student 
transportation and trips. 

     

0462 Cartage & Rubbish 
Used by Facilities to pay for rubbish removal at BOCES 
buildings. 

0466 Renovations 
Used to pay for various building renovations, as needed by 
programs. Can be charged to Facilities or the program. 

0471 Contest Fees 

Used to pay entrance fees to contests (e.g. submissions to 
the National School Public Relations Association annual 
award contest). 

0472 Service Contracts 

Used for ongoing service and maintenance agreements for 
copiers and fax machines.  Used by Facilities for service 
contracts required for building maintenance (e.g. fire 
extinguishers, alarm systems, glass, roofing, environmental 
testing, etc.)  Used by CIT for information technology 
consultants.   

0473 Equipment Repair Used for general equipment repair. 

0474 Building Repair 
Used by Facilities for repair work done on BOCES buildings 
performed by outside firms. 



Code Code Title Definition or Examples 

0475 Building Equipment Repair 
Used by Facilities for repair work done on BOCES building 
equipment like Air Conditioning equipment. 

0476 Upkeep of Grounds 
Facilities purchase of items needed for maintenance of 
BOCES grounds (e.g. wasp spray, weed killer, safety ropes) 

0478 Cellular Phones and Pagers Monthly charges as described. 

0479 Business Meetings 
Travel and lodging for offsite meetings – not conferences 
including approved travel and lodging costs for consultants.   

0480 Travel Training 
Reimbursement of expenses incurred when a student’s IEP 
requires travel experiences.  Special Education. 

0481 Meals/Food Payments for food purchased per board guidelines. 

0482 Advertising 

Used primarily by Human Resources for recruitment 
services and job listings.  Used by co-op bidding for public 
bid notifications. 

0483 Postage 
Used by BOCES Graphics for all of the Agency’s postage.  
Charges to departments are done as part of the I/D. 

0484 Membership Dues 

Institutional memberships in the name of Nassau BOCES 
are charged to this code.  Requests for individual 
memberships in any professional group are subject to 
review and approval of the Executive Director of the dept. 

0485 Mileage 
Employee mileage reimbursement for use of personal 
vehicles for Agency business. 

0486 Travel Conference 

All expenses except meals/food (0481) for offsite 
conferences including non-BOCES staff when districts are 
billed for their attendance.  Conferences are informational 
in nature and not related to learning a specific skill. 

0487 Travel Recruitment Travel expenses incurred for recruitment of staff. 
0491 Guard Services Used for payment of non-BOCES security staffing. 

0492 Tempo Services 
Used for payment to outside employment agencies for 
temporary workers including nurses. 

0493 Moving As described. 
0494 Tempo Personnel Charges for BOCES tempo personnel. 

0496 Fuel for BOCES Vehicles 
Payments for fuel used in BOCES vehicles charged using 
the Agency account. 

0497 Stipend Not in use at this time. 

0498 Staff Development 

All costs, including travel and lodging (except meals/food), 
for employee training whether onsite or offsite.  Employee 
training includes classes to learn how to do something 
specific (i.e. Advanced Excel classes). 

0499 Closing Costs - DASNY Business Office use only. 
 
Department specific codes have been shaded for easy identification. 

 
Consultant Account Codes (All Consultants Require Board Approval) 
 
0446 – Educational Consultants – District:  Their services must be provided at the district level and billed by 
BOCES to the district. 

0447 – Educational Consultants – Internal: The services provided by these consultants are for internal BOCES 
use and are not billed directly to the districts. 

0449 – Other Professional & Technical Services – District:  Their services must be provided at the district level 
and billed by BOCES to the district. 

0450 – Other Professional & Technical Services – Internal:  The services provided by these consultants are for 
internal BOCES use and are not billed directly to the districts. 







 Confirming Purchase Order – is created after the 
delivery of goods or services, that were not authorized 
by the Purchasing Agent/ Assistant Purchasing Agents.  
Confirming purchase orders breach GML, Board policy 
and procedure and are not permitted.

 If a Confirming PO occurs, a Confirming PO form must 
be filled out with an explanation as to why the instance 
occurred, as well as procedures taken to prevent it from 
happening again.  The form must by signed by the 
authorized department administrator (e.g., Executive 
Director, Associate Director, Assistant Director) and 
forwarded to Purchasing for review and file.  Continued 
occurrences may result in further action.





 If a purchase order requires changes after it has 
been approved (e.g., increase/decrease in 
amount, description, code, etc.…) it would need 
to be amended. A purchase order amendment 
form must be filled out with the change(s) and 
must include the reason for the change.

 The form must be signed by the authorized 
department administrator (e.g., Executive 
Director, Associate Director, Assistant Director) 
and entered into our new PO amendment system 
for processing (see training link) 
https://www.nassauboces.org/Page/11837
***Tutorial

https://www.nassauboces.org/Page/11837






In cases of unanticipated program requirements, such as equipment 
repair or service, which requires immediate attention,  an Emergency 
PO Request form must be filled out manually, signed by the 
authorized department administrator (e.g., Executive Director, 
Associate Director, Assistant Director) and forwarded to Purchasing 
for processing. 

Once verified, the Emergency PO will be entered into PeopleSoft and a 
PO # generated.





All consultants must be approved by the Nassau BOCES 
Board prior to service. 

If additional funds are required for additional service; the 
consultant must go back to the Board for approval. 

It is imperative that consultant information be provided by 
the departments correctly and in a timely manner, prior to 
the Board Meeting deadlines.                                                                                                 





 A NEW CONSULTANT APPROVAL SYSTEM IS 
ON THE HORIZON !



Vendors must comply with all aspects of a bid or 
contract.

If a vendor has a price change on a Nassau BOCES bid, 
they must contact the Purchasing Dept., so that the 
Buyer or Assistant Buyer can make sure the 
specifications of the bid allow for the change.

If the change is approved, a modification to the bid 
will be issued and distributed to the vendor, end users 
and changed in the bid award document, catalog 
system and PeopleSoft.



Nassau BOCES  – Cooperative Bidding & Purchasing - Business 
Services / Cooperative Bidding and Purchasing (nassauboces.org)

Nassau County Contracts -
https://www.nassaucountyny.gov/4771/Public-Entities

NYS Office of General Services Procurement -
https://ogs.ny.gov/procurement

NYS Preferred Sources -
https://ogs.ny.gov/procurement/preferred-sources

GSA - https://www.gsa.gov/

https://www.nassauboces.org/Page/399
https://www.nassauboces.org/Page/399
https://www.nassaucountyny.gov/4771/Public-Entities
https://ogs.ny.gov/procurement
https://ogs.ny.gov/procurement/preferred-sources
https://www.gsa.gov/


FOR PURCHASING 
RELATED 

QUESTIONS OR 
INQUIRIES

PLEASE 

CONTACT: 

PURCHASING MAIN 
EXTENSION #2240 
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